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Foreword 


The National Curriculum Framework-2005 (NCF-2005) recommends 
bringing work and education into the domain of the curricular, infusing it in 
all areas of learning while giving it an identity of its own at relevant stages. 
It explains that work transforms knowledge into experience and generates 
important personal and social values such as self-reliance, creativity and 
cooperation. Through work one learns to find one’s place in the society. It is 
an educational activity with an inherent potential for inclusion. Therefore, 
an experience of involvement in productive work in an educational setting 
will make one appreciate the worth of social life and what is valued and 
appreciated in society. Work involves interaction with material or other 
people (mostly both), thus creating a deeper comprehension and increased 
practical knowledge of natural substances and social relationships. 

Through work and education, school knowledge can be easily linked 
to learners’ life outside the school. This also makes a departure from 
the legacy of bookish learning and bridges the gap between the school, 
home, community and the workplace. The NCF-2005 also emphasises 
on Vocational Education and Training (VET) for all those children who 
wish to acquire additional skills and/or seek livelihood through vocational 
education after either discontinuing or completing their school education. 
VET is expected to provide a ‘preferred and dignified’ choice rather than a 
terminal or ‘last-resort’ option. 

As a follow-up of this, NCERT has attempted to infuse work across 
the subject areas and also contributed in the development of the National 
Skill Qualification Framework (NSQF) for the country, which was 
notified on 277 December 2013. It is a quality assurance framework that 
organises all qualifications according to levels of knowledge, skills and 
attitude. These levels, graded from one to ten, are defined in terms of 
learning outcomes, which the learner must possess regardless of whether 
they are obtained through formal, non-formal or informal learning. 
The NSQF sets common principles and guidelines for a nationally 
recognised qualification system covering Schools, Vocational Education 
and Training Institutions, Technical Education Institutions, Colleges 
and Universities. 

Itis under this backdrop that Pandit Sunderlal Sharma Central Institute 
of Vocational Education (PSSCIVE), Bhopal, a constituent of NCERT has 
developed learning outcomes based modular curricula for the vocational 
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subjects from Classes IX to XII. This has been developed under the 
Centrally Sponsored Scheme of Vocationalisation of Secondary and Higher 
Secondary Education of the Ministry of Human Resource Development. 

This textbook takes care of generic skills embedded in various job roles 
in a comprehensive manner and also provides more opportunities and 
scope for students to engage with these common and necessary skills, 
such as communication, critical thinking and decision making in different 
situations pertaining to different job roles. 

I acknowledge the contribution of the development team, reviewers 
and all the institutions and organisations, which have supported in the 
development of this textbook. 

NCERT would welcome suggestions from students, teachers and 
parents, which would help us to further improve the quality of the material 
in subsequent editions. 


HRUSHIKESH SENAPATY 


Director 
New Delhi National Council of Educational 
June 2018 Research and Training 


(wv) 
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About the Textbook 


Employability skills can be defined as those soft skills which employers 
look for in a potential employee. These skills equip the employees to carry 
out their role to the best of their ability and client satisfaction. For example, 
the ability to explain what you mean in a clear and concise way through 
written and spoken means, helps to build a better relationship with the 
client or the customer. Similarly, handling stress that comes with deadlines 
for finishing work and ensuring that you meet the deadlines can be done 
through effective self-management training. It can also be done by working 
well with other people from different disciplines, backgrounds, and expertise 
to accomplish a task or goal. In today’s digital age, employers expect 
that the employees should be able to make use of elementary functions 
of information and communication technology to retrieve, access, store, 
produce, present and exchange information in collaborative networks via 
the Internet. Students need to develop entrepreneurial skills, so that they 
can develop necessary knowledge and skills to start their own business, thus 
becoming job creators rather than job seekers. Potential employees need 
to develop green skills, which are the technical skills, knowledge, values 
and attitudes needed in the workforce to develop and support sustainable 
social, economic and environmental outcomes in business, industry and 
the community. Thus, as a student you are expected to acquire a range 
of skills so that you can meet the skill demands of the organisation 
that you would work for or to set up and run your own business. 

This textbook on ‘Employability Skills’ covers communication, 
self-management, information and communication technology, entrepreneurial 
and green skills. It has been developed as per the learning outcome based 
curriculum. The employability skills are embedded in the Qualification 
Packs of the different job roles in various sectors under the National 
Skill Qualification Framework. The textbook aims to provide learning 
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experience through a blended approach of text and video-based interactive 
e-learning lessons. Running these e-learning lessons in classrooms 
would require a computer with Internet connection, projector and sound 
system, which the school should provide to the teachers and students. 
The teachers will guide you to actively participate in class — asking 
and answering questions and following the instructions to complete the 
exercises and activities. 


VINAY SWARUP MEHROTRA 

Professor and Head 

Curriculum Development and Evaluation Centre 
and National Skill Qualification Framework Cell, 
PSSCIVE, Bhopal 


(vi) 
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